


Before traveling please be sure to:  (Faculty do this.) 

· Fill out Authorization for absence from campus  (reason:  1. needed for reimbursement 2. needed for liability coverage even when not getting reimbursed) Use anytime traveling on business.
· Please indicate source of funding if not using LIBS travel budget Authorization for absence form (e.g. grant)
· Turn in travel advance 10 full working days before date needed 

· Travel expenses can only be reimbursed prior to the trip by requesting a travel advance

· President must sign after the Dean on international travel

· Purchase air fare after consulting Paired Cities. See Customer Services website for this information.
· Airfare must be purchased on American Express Corporate card, applications available in the school office.  In emergency cases, customer services can purchase airfare on their American Express. 

· Use designated Rental agencies for rental cars. See Customer Services website for this information.
· Agencies.  See Customer Services website for this information.
· Registration fees are no longer allowed under the CCP program

When filling out a travel claim be sure to:  (Dacia does this.)
· Include all travel expenses related to a given trip

· Use 606001 for in-state travel and use 606002 for out-of-state travel
· Include conference agenda and receipt for registration fees 

· Include original receipts 

· Claim $50 for meals for each completed 24 hour period of travel  Breakfast 10.00, Lunch 15.00, 
Dinner 25.00

· Less advance should equal any travel advance amount requested on the original Authorization for Absence form

· Balance due reflect total reimbursement to claimant

· Amount adjacent to Account No. should have the same amount as Balance Due

· Use purpose of trip, remarks and details box for any further explanation/clarification

· A travel claim can not be used to reimburse a consultant

After filling out a travel claim be sure:  (Dacia does this.)
· Acquire claimants signature

· Copy and deliver original to School Office for Dean’s signature

· School Office will deliver to Customer Service unless otherwise noted

All travel forms and information are available on line at the customer service site:  

http://www.sonoma.edu/customerservices/travel/index.html
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